A. Work Schedule 

· Absence or Lateness - address absence policy (phone-in, leave of absence slips, tardy policy, etc.) 

· Attendance - address attendance policy - how many days allowed for paid leave (10 days per year is recommended) 

· Breaks / Rest Periods - address break time period 

· Closure After Starting Time 

· Excessive Absenteeism or Lateness - address action to be taken for excessive absenteeism or tardiness 

· Record of Absence or Lateness - address how absences and tardies will be recorded 

· Lunch Period - address lunch period 

· Lunch Room Facility - if applicable, address lunch room facility use 

· Wash-Up Time - address, if applicable 

B. Benefits 

· The Benefits Package - discuss employee benefits package 

· Eligibility for Benefits - discuss eligibility requirements for employee benefits 

· Paid Leaves of Absence - discuss terms for paid leaves of absence 

· Holidays - address paid holidays 

· Recognized Holidays - address recognized holidays; which holidays are observed for your company) 

· Leave Policies 

· Vacations 

· Amount of Vacation - address amount of vacation for employees 

· Vacation Policies - address vacation policy 

· Accumulation Rights - define and address accumulation rights for vacation time 

· Payment in Lieu of Vacation - address payment in lieu of vacation 

· Other Paid Leaves 

· Funeral (Bereavement) Leave - define and address - (recommendation - 3 days of bereavement leave for immediate family members - no effect on other company leave policy - paid leave) 

· Jury Duty - define and address (recommendation - no effect on other company leave policy - paid leave) 

· Personal Leave - define and address (recommendation - effects leave) 

· Sick Leave - define and address (recommendation - effects leave) 

· Unpaid Leave of Absence - define-address policy concerning disability and how it affects leave, position within the company, or VE employment 

· Disability (Including Pregnancy) Leave of Absence - define-address policy concerning disability and how it affects leave, position within the company, or VE employment 

· Educational Leave of Absence - define-address policy on leave related to educational absences 

Election Day - define - address policy concerning absence related to voting on election day

